
* APPLICATION FOR RECORDS DISPOSITION STANDARD 
I 

r 
INSTRUCTIONS: Prepare in duplicate and forward to the Records Managemeni 

3. Dcpt.. Division. Subdivision E Administering Office Address 
* 

- 

. ,  

Department of Trans i t  System Devhopment 
Division of Engineering 
2200 Peachtree Summit 
401 West Peachtree S t .  
At lanta ,  GA 

4 Person to Contact - - pxG 

,i 

dnalyst, Management Systems Division 

FOR RECORDS MANA,GEMENT OlVlSlON USE 
I Date Received Application No Date Completed 

7 8  - 8 1 MAY - 3 1978 APR 2 4 1978 
2. Oept. Application No 1. Application 

I 
itle r6. Telephone Number 

- ~- 

Check One: 0 Change; 0 Supercede; 0 Void 
~~ ~ 

~ ~ 

c. 0 Amend Application No. 

8. Dates of  Series -----Series Title (followed by title used in office; if different1 

Ealiest Latest 

- July 76 d---- Present  es ign h Construction Pro jec t  Management F i l e  

The Division of Engineering i s  responsible  f o r  managing those work programs of t h e  General 
Engineering Consultant and o ther  appropriate  technica l  consul tan ts  r e l a t e d  t o  the  design 
of f a c i l i t i e s  and related equipment by 1 )  monitoring progress,  reviewing and approving thc 
development of c r i t e r i a  and accomplishment of the  design performed and. 2) monitoring t h e  
prepara t ion  o f ,  reviewing and approving spec i f ica t ions  and Construction Cost estimates in-  
cluding t h e  Engineer's Esthate.  3) Monitoting hhe adminis t ra t ion  of Archi tec tura l  and 
Engineering Profess iona l  Service Contracts. 

~ 

0 Dwslon and Ofloce Function What IS the functaon of the Division and the Office in which this record series IS created? 

-~ __---__-. 
1 .  Record Series Description This file contains the following dqcuments (include form numbers and titles, if 8nVl: 

Attach samples of the file. ' , 

Documentr relating 10: The management of a l l  a c t i v i t i e s  related t o  design, real estate, agreement: 
ou ts ide  agency impact and cons t ruc t ion  to  assure  proper coordination and completion of tht 
assigned t r a n s i t  l i n e s  and s t a t i o n s  on schedule and wi th in  budget. 
Includedare: Contract cons t ruc t ion  correspondence, change not ices ,  righe-of-way c e r t i f i c a t i o n :  
property impact statements,  agreements with l o c a l  and p r iva t e  agencies, repor t s ,  drawings, 

, 

File 1s arranged. Alphabet ical ly  by l i n e  segment , thereunder numerically by cont rac t  segment numbr 

~. - __-__ - ~ ~ -  .. .. ~- -~ _-- 
2. Monthly Reference Rate How often are records referred to which are: 

2 One to six months old ~ 20 ; Seven to twelve months old 4 
*I- , 

; Thirteen to twenty4our months old-- ._ - ; 
, .  ~. 

I .. 
~ -__~ ~~~~ ~~ 

twenty-five months and older __ 1 -~ - ~- ? 
~- ~ - .. 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ---; Legal-size drawers 4 . ; Shelves ~  other lrpecifvl __ . 
,: ,- . \ .  - .  .. 

~~ ~ 

3012 (3/761 

~ ~~~ ~ _ _ ~ ~ ~  ~ ~-~~ ~. .~ .~ . .  -1- ~ ~ - .~~---~-1 . 



P V  

-~ --;L---- 

a. Is  this the off icial copy of the Fr ies? 

I f  not. *here i s  i t?  - _~__I_- 

~ ~. ~. __._ 

11 D8lr.r l l i i q  q!~i,*t h.+r li i t loi ic:i l  08 Ionq tcrm i r v w c l i  VAIIIO? 

___ _____ scheduled separately? 

f .  I s  the information contained in this series ever published? If yes. attach copy. 

.:g. I s  the in lormat ion contained in this series ever analyzed and/or recorded in a summarized report? 

_____I 

____- ___ _- - __ 

__- - ~- _ _ _ ~  
___ __~_ ..___ If yes. where? 

I s  this series (or a major p q p n  of irl regularly microf i lmed? 

Doer the record series rerul i  in a computer pr in tout? 

~ ~. 

.__ ____.~ -. i. 

j .  
~- -. ~ _ _  __ 

______ .___. ___.__. X ~ .  ~~ -. _- . __.__ 
letention Requirements The fol lowing requires the series to be kept: 

a. State Law __ years. d. Aud i t  period years. 

b. Statute of l imi ta t ion __ years. e. Administrative'need - ~~ years. 

c. Federal law ___ years. . I. Federal retention instructions x.?C-~. years. 

Attach copy or excert of laws or regulations. Explain administrative need 

E.O,M. I11 D p.41 

_I___I._ __~  _____ -._______. -~ 
16. Approved Disposition Instructions This agency recommends that the f i le series l i e  cut o f f  at the end of each: 

r l  Calendar Year; El f seal Yeat; Gd Other U p c l * . _ c O m P l e t ~ _ Q ~ ~ ~ ~ U C t i o ~ e n ,  
contract then, place i n  inactive f i l c  

0 Hold in the current files area __ month ls l  __ year(s);then i n  CFA, 6 months; then transfer to 
0 Transfer to local holding area: hold Authority Record Center - hold for 3 
fl Transfer 10 Sf%#Records Center: hold ____ vearls): then years past project completion - then 
-3 Destroy. destroy. 

- year(r); then 

. *  . Transfer t o  State Archives for permanent retention. 

! 1 Oiher7SpecdvJ 
/ 

. . . .. *: 

- These instructions apply t o  all pr ior arid future accumulations of the series. , 

Ilndicate l i r ie f ly  rationale for recommendationr abovelor write additional remarks): - ~~ -.- 

- .. . .. ... - 

I 

t 


